
1. Oaasof Series 
i Earliert Latest 

1979 I To Date 

1 7. Record Soria Description , This file contains @e followin$documenq . .  (include form numbersand rirles, ifany): 
Attach samples'of the file. I 

Documents relating to: Employees " earnings. . .  . .  ! 

5. Records Series Title (foiollowed by tide used in or;'ice; If different) 

Employee Listing with Year-to-Date Earnings 

lnduded are: i Printout issued on monthly basis listing employee department number, 
social security number, name, job classification, classification date, 
hourly rate, monthly earnings and year-to-date earnings. 

I 

File is arranged: i Chronologically 
I 

0. Monthly Referen- Rare How often are records referred to which are: 1 One co six monthsold 3 ; Seven to twelve months old 3 ; Thirteen to twentyfour months old 1 
twenty-five months and older varies ? 

Rate of Acarmuladon of Rerards 
7 Let ters i te  drawers ; Legalize drawers ; Shelves ; Other (specify) 1 binderfyear 
I 



~ 

ication of th i s  raries in your office, or in another office or agency? 

. d. Audit period years. 
years. 

r F:deral iaw ~ ~ ~ -__I___ .,.-.-yean. ~ f. Fddaral retention inmudons 2 years. 

e. Adminimative need 4 

- 

! 

I 

! 

f 

Attach copy or excerpt of l a w  or regulations. Explain administrative need. 
Changed administrative need to 4 years rather than 2 in conjunction with Overtime Listings; 
if researched, one printout supports the other. 

29 CFR 1602.31 - 2 years. 

2 Anorwed Disposition Instructions This agent/ recommends that the f i le series be cut otf ax thk end of each: 
, .  blendar Year.: 0 fiscal Year: 0 Other tnen, 

3 Hold in the currant files waa mth(s1 yeark\; then 

0 Transfer to State Recards Center; hold 
I3 Destroy. 
a Transfer to Stan Ardives for permanent retention. 
d Other ~S@cjfyl 

lranstcr to local holding area, hold 4 yearb): then 
yearb); then 

NOTE: I n  t h e  event a charge o f  d l s c r t m f n a t i o n  Is f l l e d ,  o r  an ac t ton  brought by 
t h e  EEO Commlsslon o r  the  U.S. At torney General, these records must be 
re ta ined  u n t i l  f f n a l  d i s p o s i t i o n  of  t h e  charge o r  act-ion. 

Secommendations in para- 
paph 12 are approved. 
‘If di9pprovad, am& letter 
,f explanation.) 



~ 

1 i ~ . ~ _ _ _  

APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY ARCH,VES AND OF STATE 

RECORDS MANAGEMEN* D l v i ~ l O N  I - -- ~. = . - _ f _ _ _ _ _  ~. -L I--_---_ .. __-___ -..-.- -- - 
i 

-- 
C '  

- - 
INSTRUCTIONS: See Publication'No. f6-RM-1 for instructions on completing this form. Forward signed original to 
3epartment of Archives and History. Records Management Division. 330 CaDitol Avenye,. Atlanta, Georgia, 30334. I 

-.- ._."_ 
I , - ~ _ _  FOR AGENCY USE 
' 4PDIICStlOn Date 

!&$"tion Numbsi 

- 

7 / 1  a m  ~~~ 

91 ,-- ~ _ _ _  ~ .~ ~- . -  
i 

~~ ~ -- -, .~__ ' .  -.----.. _~...____ ... ___s 

1. Agency Address 
Georgia Por ts  Au tho r i t y  
Admi n i s t r a t  ion D i v i s i o n  
Post O f f i c e  Box 2406 
Savannah, Georgl a 31 402 

~ -~ -~ ~~ __ ~. - ~~ 

I 
9_64d72L a 2 5 0  _ _ I  !_,CharIezi€,Steed - .  __ . .. ~ ~ - - .  _.. Di.re~o~of~Administra-fio.n~__ 

1 ..\ 3. Action Requested 
a. Zi Estaoilsn Retention Schedule; ecord wilicontinue to accumulate. 
b. 0 Dispose of present accumulation: no further accumulation anticipated. 

~ .- - ~ - Check One: Q Change; 9 SuP!rccede: 4 . V o i d - L  ~ . -  

5. Renrds Series Title (followed by title used in office; if different) 
E a r k s t  Latest 

- 1  TP~--..-~~ o Date . .. EmP ~... 1 oy_ee ~ LIStJK- w.ith_Y_ear-To-Date~_Ear?i rigs _~_. ~ . 
What is the function of the Division and the Office in which this record series i s  created? 

* . .  . -  . .  - _  , , .  ~ .. , -  . i The D i r e c t o r - o f  Admin js t ra t ion  ass ' is ts  t h e  Executive, D i rec to r ,  i n  t h e  managerial, func t ions  
. 

i Communications Department. Mainta'ins I ia ison  w i t h  labor  a t to rney  and keeps s t a f f  advised 
Department, T r a i n i n g  Depar twnt ,  Pol i c e  Department, Speclal Inves t iga t ions  and Reproduction/ 
of t h e  Georgia Por ts  Au tho r i t y  and i s  responsib le  f o r  t h e  operat ions of t h e  Personnel, 

o f  any new labor  laws and acts. I 

~ 

7. Record Series Description 

Documents relating to: 
r--- 
! 

Included are: 

File is arranged: 
! 
I _ _ ~  ._  - -  1 8. Monthly Reference Rate 

~ --i -. -- __-____- -__  _ ~ _  ~- _ _  
This file contains the following documents (include form numbenand rifles, i f  any): 
Attach samples of the file. 
Emp I oyees ' earn i ngs 

P r i n t o u t ,  issued on monthly bas is  I i s t i n g  employee department number, 
soc la l  s e c u r i t y  number, name, j o b  descr ip t ion ,  c l a s s i f i c a t i o n  date, 
hour ly  ra te ,  monthly earnings and year-to-date earnings. 

Month I y 

_ _ E  -. - - - - - - - I__-___ 

How often are records referred to which are: 
3 3 1 One to six months old - . .- - .; Seven to twelve months old ---; Thirteen to twenty-four months old --..-; I 

twenty-five months and older-0 ~. ? 

9. Annual Rate of Accumulationof R e m r d F  
_ = - _ - ~ ~ _ _ _ _ _ _ _  ~ ~ ___ 

1 Binder/Year Letter-size drawers -_., --; Legal-zize drawers Shelves ---; Other (specify) ---___..I-..-_ t 
i 



Attach copy or excerpt of laws or re&tions. Explainadministrative need.; - - 1 I 

T h i s  p r i n t o u t  g i ves  t h e  gross monthly earnings per employee by department number, as we l l  .~ 

as :~i/ear-to-date earnings;' I-s main+airie'd for refere.tice' when evaluat- inb pay steps per 
emp I oyee ,--et c. 

. .  ~. - .. 
I ,- ! -, - -  .. - - ,  , .  

. .  -~ ~. .. , I - .  - , .  ~. .. 

. .  
-~ 

1~- ~-~_I -- -- .~-.----~.~LLA_-, . .~_.  ~~---. - ~ ~ ~ . ~ , ~  . _ _ _ a  n---.--...-c-~---;;;;.- 
12 'Aburoved Di~position~lnstructions'~ ' This agkncy~recommends that, the f i l e  series be cut otf .. a t  thb ~~~ endof 'each: - . 

0 Calendar Year; hd Fiscal rear ;  0 Other ----m--7.sb ---.then, 
. 

~~ I . I  

. ~~ 

- . !  I .  . 
~. , -~ , . - .  . 

. ,  

0 Hold in the current files area ----month(s) ~. 

f l  Transfer to local holding area, hold 2-----year(s); then 
0 Transfer to State Records Center; hold -. 
Ki Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other lSpecifyl 

- yearb); then 

~-year[s); then 

' 

1. 

> , .  

These instructions apply to a l l  prior and future accumulations of the series. 

._ . . . . . . . . .-~.-~.I 

of StatelDesignee 

Recommendations in para- 
jraph 12 are approved. 
Vf disapproved. aqach letter 
,f explanation.) 


